How-to order and update a card

bp Fuelcard Online

How-to order and update a card on the bp

Fuelcard Portal
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Welcome, F

BP Fuelcard accounts.

BP Fuelcard Online

BP Fuelcard Online is here to help you with the day to day management of your

Hello, Fleet Manager E Logout | Help

| HOHOXOOCKKKON LIMITED (0110075580) v ‘

Current Balance $ 570.00 Account Status: Active
Account Details

Account Summary

XXXXXXXXON LIMITED

(0110075580)
Account Status Active
Current Balance § 570.00

Last Bill Amount 5270.00 I I;
I_act Paymant Bacaiad ANNE0AS

) How-to order a new card

To order a new card, navigate to the Order a Card section in the Cards tab on the homepage of bp Fuelcard Online

The process for ordering
cards is split into four
screens:

+ Enter Card Details
+ Set Unusual Activity Limits
+ Confirm Delivery Address

+ Place Order

The current screen you are using will be
highlighted.

You can go back to the previous screen
at any time, but you must complete the
actions on the current screen before
moving on to the next.

Hello, Fleet Manager [+ | Logout | Help

bp

‘ XXXXXXXXON LIMITED (0110075580) v|

BP Fuelcard Online

Current Balance § 570.00 Account Status: Active
Account Details

e TN e e seot
Order Card @ coier cana

Details Set Unusual Activity Limits Confirm Delivery Address Place Order

Start entering new information in the form below, or get card details from  An Existing Card or  ASaved Profile

The selections from the last time you ordered a card automatically appear below; change them as you need to. Required information is marked with a *

This card is for a FUI
O Driver @ Vehicle

Your New BP Fuelcard card

mamamaﬁ&-

Driver Details Vehicle Details
The driver's name is * Vehicle Description L 4

The Driver ID is * Rego Number

[ ] l |

Card Type: Vehicle
Identification required: PIN - System
Generated

 Purchase Restrictions
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> Screen 1: Enter card details

O rd e r- C a r'd @ Enter Card Details Set Unusual Activity Limits Confirm Delivery Address Place Order

Start entering new information in the form below, or get card details from  An Existing Card or A Saved Profile

The selections from the last time you ordered a card automatically appear below; change them as you need fo. Required information is marked with a *

a Card Information Your Mew BP Fuelcard card

This card is for a FUELCARD
[

O priver @ Vehicle 2090000000000000808

Driver Details Vehicle Details |

The driver's name is * Venhicle Description s

| | Colour, Make and Model. |

Card Type: Vehicle

You can either:

a. Enter information from scratch
@) Enter Card Details Set Unusual Activity Limits
Enter the details in the Card Information fields.

The fields automatically display the information you used to
last order a card — but you can easily override it by entering 2low, or get card details from  An Existing Cardly or
new information in the fields.

A summary of your new card displays on the right side of tomatically appear below; change them as you need to. Reguired inforr

your screen as you enter the details.

b. Replicate an existing card

Use the An Existing Card button to retrieve an existing Or use the Advanced Search Options panel to refine the
card and replicate it to make a new card. search criteria and display additional results.

To find an existing card, enter a keyword (full or partial The results are displayed in a list, from which the card you
with a minimum of four characters) to match against Card want to replicate can be selected by clicking on the radio
number, Driver name or Vehicle registration. This will button.

retrieve up to 10 cards.

Select the card you'd like to replicate and click on the
Apply to new card order button. This will automatically
populate the relevant fields with information against the
existing card- but you can easily override it by entering new
information in the fields.

Unusual activity limits will also be set according to the
replicated card but they can be further tailored as required.

Get Details from an Existing Card . .
c. Retrieve a saved profile

F Card Search

‘Camnumuer Driver name or Vehicle registration HAuwum Use ‘the A saved Profile button to VieW aVa”able Card
Profiles. Choose which profile you need by clicking on the
radio button to the left of the profile name.

) Advanced Search Options

Then, click the Apply and Close button. This will
automatically populate the relevant fields with information
against the saved profile— but you can easily override it by
entering new information in the fields.
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Step 1b: Set up purchase restrictions

bp
bp Fuelcard Online

? Purchase Restrictions
i

1. What fuel products do you require?

™ All fuels

| Regular and e10 Unleaded
Ultimate)

—| Diesel

1 LPG

| Regular Unleaded and LPG

| Regular Unleaded, LPG and Diesel

All types of Unleaded (inc. Prem and BP

Allow the purchase of only these products and services * With this transaction purchase limit 0
Reset to All Products

[ No Limit -]

* Allow purchases only during these times

| 7 Days, 24 Hours j|

Did You Know?

Purchase restrictions, as well as
other details, are encoded onto the
magnetic strip on the back of the
card. Changing these restrictions will
require a new card to be issued,
since the magnetic strip can't be
re-coded once the card is issued.

Location & Fuel Products

Firstly, select the Fuel Products and
Non-Fuel Products allowed for purchase
on this card.

For a standard card order, the purchase
restrictions will default to allow for
purchase of All Fuel Products and All
Non-Fuel Products.

Change this by firstly clicking on the
Reset to All Product link then selecting
the Fuel Products and Non-Fuel Products
combinations you require.

The system allows you to only select
product combinations that are valid.

Did you know?

Purchase restrictions, as well as other
details, are encoded onto the magnetic
strip on the back of the card.

Changing these restrictions will require
a new card to be issued, since the
magnetic strip can't be re-coded once
the card is issued.

Product Restrictions

Once you have selected your
combination, the system will apply the
appropriate Product Restriction Code.

Finally, set the Purchase and Time
limits you require by using the drop
down boxes.

Default limits will be applied to your card,
but you can change them as required.

? Purchase Restrictions
—_

Allow the purchase of only these products and services

Reset to All Products

1. What fuel products do you require?

™ All fuels

_| Regular and e10 Unleaded

| All types of Unleaded (inc. Prem and BP
Ultimate)

Diesel

LPG

Regular Unleaded and LPG

Regular Unleaded, LPG and Diesel
Regular Unleaded and Diesel

No fuel products

2. Do you require lubricants?

™ Yes
No
3. Which non-fuel products do you require?

# All non-fuels (inc. Bottled Gas)
Maintenance, Diner and Carwash

Maintenance and Diner

Diner, Shop and Carwash

Carwash

Diner

No non-fuels

Product restriction code:
FUEL VM SHP C BG O DNR

Home | Contactus | Online User Guide

* With this transaction purchase limit 0
| No Limit -

* Allow purchases only during these times
| 7 Days, 24 Hours j|

Legal notice | Privacy statement
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Y Screen 2: Set unusual
activity limits

Step 2a: Change or accept
the Unusual Activity Limits

Setting Unusual Activity Limits
enables you to be alerted to any
unusual card use. If the limits you
set are exceeded, this will appear
in Unusual Activity Reports.
Default activity limits are
automatically applied to your card.

Hover or click on the question mark
to reveal more information about
each of the Unusual Activity Limits
available.

Change the limits by selecting
values from the respective controls.
Values are displayed in the sidebar
as you update them.

Step 2b: Return to previous
screen or continue to next
screen

Click on Return to Card Details
if you want to change anything, or
Continue to go to the next screen.

Screen 3: Confirm
Delivery Address

Step 3a: Check delivery
address details

The account address displays on the
left of the screen.

To change the delivery address,
select the This address instead
button and type the new details into
the fields provided.

Step 3b: Return to previous
screen or continue to next
screen

Click on Return to Unusual Activity
Limits if you want to go back and
change card limits, or Continue to
go on to the next screen.

bp
bp Fuelcard Online

Hello, Fleet Manager |L| Logout | Help

bp

I XIOOGXXXON LIMITED (0110075580) vl

BP Fuelcard Online

Current Balance $ 570.00 Account Status: Active
Account Details

oo N e em s

Order Card Enter Card Details 9 Set Unusual Activity Limits Confirm Delivery Address Place Order

Nhen an Unusual Activity Limit is exceeded, an exception note is created without stopping the purchase. These exceptions can be
‘eviewed regularly in an emailed report that you can set up later.

Required information is marked with a *
= e e o
Unusual Activity Limits

You can change these or leave them as they are and just select Continue

Your New BP Fuelcard card
FUELCARD

2400000000000000008
* The non-fuel transaction cost is over 0 * The fuel transaction volume is over 0
RARHRHRHK

| 51000 ~ | | 2000 Litres ~ | CW AND MODEL
"

* The fuel transaction cost is over * The daily cost for all products is over

[ s3000 v] 52000 ~] Card Type: Vehicls
Identification required: PIN - System
Generated, Signature

* The number of fransactions in a day is over * The monthly fuel transaction costis over & 9

| 6 Transactions V| | $10000 V| » Purchase Restrictions

w Unusual Activity Limits
* The number of monthly transactions is over
& | 0 ‘Qver $1000 per fransaction - non-fuel
COver 2000L per transaction
Over 53000 per fransaction - fuel
QOver $2000 per day - all producis

= o3 Over & transaclions per day
Over 510000 per monih - fuel

| 100 Transactions

Return to Card Details

Did you know?

If the card is used and an Unusual Activity Limit is exceeded, an exception note is created
— but the purchase is not refused at the point of sale.

This activity can be viewed in Unusual Activity Reports that you can set up to receive by
email, once you have placed your card order.

Enter Card Details Set Unusual Activity Limits o Confirm Defivery Address Place Order

Order Card

Required information is marked with a *

@ Delivery Address

Your new card will be delivered to the address registered for this account, but you can change this if you like.

Your New BP Fuelcard card

FUELWD
* Send this card to 8288066600000080008

© This address instead REXKKEKK

C@KEAMD MODEL.
1 v

@® The Account address, as shown below

Always deliver this card to this address in the
Contact name

Address 1 future
Address 2 Dl b 4 1o the bl dd Card Type: Vehicle
eliver this card to the below address just
Address 3 ARSI AR A SR SRAE Identification required: PIN - System
City once. Generated, Signature
0622
New Zealand Title p Purchase Restrictions

‘ ‘ » Unusual Activity Limits

w Delivery Address

Contact name
Address 1
Address 2
Address 3
City

0622

New Zealand

» Continue

Retum to Unusual Activity Limits
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> Screen 4: Place order

Step 4a: Review card
details

If any of your card details are
incorrect, use the Edit buttons to go
back and amend the information.

If all details are correct, click Order
Card to place your card order and
view an order confirmation and
reference number.

If required, you can also print this
page.

Step 4b (optional): Save
new card as a profile

You now have the option to
save this card configuration as a
card profile by clicking on Save
configuration as Profile.

This profile can then be retrieved at
a later date to order additional cards.

How can Card Profiles
help you?

The initial time it takes to create a
card profile will pay off in the long
run! Saving card configurations for
future card orders reduces time,
effort and potential errors.

Step 4c (optional): Set up
unusual activity reports

You can now easily set up Unusual
Activity Reports from the Order
Placed confirmation page.

To do so click on Set up Unusual
Activity Reports.

For more information regarding
Unusual Activity Reports (previously
known as Exception Reports) visit
the BP Fuelcard Online User Help
Guide.

bp

bp Fuelcard Online

bp

BP Fuelcard Online

Hello, Fleet Manager E|

Logout | Help

‘ HKXXXXKXXON LIMITED (0110075580) v|

Current Balance $ 570.00 Account Status: Active

Account Details

I T TN | encione [ i [ e

Order Card

Enter Card Delails

Set Unusual Activity Limits

Confirm Delivery Address

o Place Order

Check the card summary below. If all details are correct, select the Order Card bufton. Or, you can use the Edit buttons to make changes.

Your New BP Fuelcard card
= _T'j‘A
susuaym
0080000000000000008
HOOKKRAAK

& AND MODEL I|
122ABGE: )

Card Type: Vehicle
Identification required: PIN - System
Generated, Signature

Edit

Home | Contactus Online User Guide

Purchase Restrictions

Product restriction code:
Fuel & Oil Only

Pump Restriction. No Restriction
$1000 fransaction fimit
7 Days, 24 Hours

Edit

Legal notice

Unusual Activity Limits.

Over $1000 per transaction - non-fuel
‘Over 2000L per transaction

Over 53000 per fransaction - fuel
Over $2000 per day - all products
Over 6 transactions per day

‘Over §10000 per month - fuel

‘Qver 100 fransactions per month

Edit

Privacy statement

Delivery Address

Contact name

Address 1<br=Address 2<br=Address
3 <br=City

0622

New Zealand

Edit

» Order Card

© Copyright WEX New Zealand (2021)

Order Placed

Enter Card Details

o Congratulations. Your order has been placed.
The card number issued is 70501500011200272
Please allow up to 5 working days to receive your card.

Print this Page Order another Card

Your new BP Fuelcard

{;E FUELCARD
01500011200272

RB & COMPANY
ABC 123 10417
Card Type: Vehicle

Identification required: PIN - System
Generated, Signature

‘You can save this card's
configuration as a Profile, so you
can quickly order new cards with
the same details as this one.

Save configuration as Profile

Home | Contactus | Online User Guide

Purchase Restrictions

@lle £ =1

Product restriction code:
FUEL VM SHP C BG O DNR

Pump Restriction: No Restriction
$25 transaction limit
7 Days, 24 Hours

Set Unusual Activity Limits

Unusual Activity Limits

Over $3000 per transaction

Over 2000L per day

‘Over 2000L per transaction

Over 6 transactions per day

Over $2000 per non-fuel transaction
‘Over 30000L per month

Confirm Delivery Address Place Order

Delivery Address

R Langiree

Level 10, 20 Custom House Quay
‘Wellington Central, 6011
‘Wellington, New Zealand

What's Next?

As you've set Unusual Activity Limits on this card, it's a good idea to also
create periodic reports to keep track of when those limits are exceeded. Click

the button below to do this now.

*  Set up Unusual Activity Reports

Legalnotice | Privacy statement

© Copyright Wright Express International (2013)
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> How-to update a card

Hello, Fleet Manager |Z| Logout | Help

bp

B P FU e Ica rd O n I| ne | XKXXKXKXON LIMITED (0110075580) v|

Current Balance $ 570.00 Account Status: Active
Account Details

Find and Update Cards

Welcome, F | Bulk Order and Update Cards Account Summary

BP Fuelcard Online is here to help you with the day to day management of your XXX XXON LIMITED

BP Fuelcard accounts. (0110075580)
Account Status Active
Current Balance §570.00

i
st st O] [ IDlll) e

=
O = Cards Found

1. Select Find and Update Cards under Cards in the main
menu or from the Manage Your Cards panel on the

h To manage a specific transaction select its date below. Select the Location 1
omepage.

fransactions list.

2. Search for the card you need by_ entering a § Cards found
keyword (full or partial) or by using the
Advanced Search Options panel to refine the
search criteria.

3. Select the card you want to update from the list

displayed and make your changes on the Edit Card screens. 7052 11002233 65495 11002233 Active

The Edit Card screens work in exactly the same way as B3 coto card 133 Active
when ordering a card, except that fields you are not able to
Q| View Card Transactions

change (such as card number) are not editable. 1 P
'3 Active

™ change Status

[BRNCES e I O BT | 4. Once complete, the Review Card Changes screen
. displays the card detail with your changes clearly
Review Card Changes Gard Detais Unusual Actiy Limits Devery Address © Review Changes . . . . .
highlighted in yellow. If anything is incorrect, use the
:;‘rz:;smu:k:‘z‘y;g::eamwimynurpmpasedcnangesmgmignmd. If all details are correct, select the Confirm button. Or use the Edit edlt buttonS to make amendments_
i Purchase Restrictions. Unusual Activity Limits Delivery Address.
Yot la £ w N & SRIT= T s 5. Select Confirm and save or Confirm and reissue the
- T o Omety e card, depending on the changes made to the card
e R
S0t Edit Edit status,

oo o e =

Identification required: PIN Edit

Pl

Edit

Retum o Grds Found

Did you know?

If you want to make changes to several cards, you can export the
list to an Excel spread sheet and update all at once.

This process is explained in a separate guide called How to
Order and Update Cards in Bulk.
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) How-to update a PIN

Hello, Fleet Manager Logout | Help

bp

BP Fuelca rd On || ne |xxxxxxxx0N LIMITED (0110075580) v|

Current Balance $ 570.00 Account Status: Active
Account Details

Find and Update Cards

Welcome, Fl & Account Summary
BP Fuelcard Online is here to help you with the day to day management of your XAXXXXXXON LIMITED
BP Fuelcard accounts. (0110075580)
Account Status Active
[ Current Balance $ 570.00

/
wdsstioion Ot i} AN e e

1. Select Find and Update Cards under Cards in the main
menu or from the Manage Your Cards panel on the

homepage. E Gﬂtﬂrﬂm‘d I

_ Q) view Card Transactions
2. Search for the card you need by entering a keyword ;

or using the Advanced Search Options panel to

refine the search criteria. ’ Edit Card

3. Select the card who's PIN you want to update from
the list displayed and make your changes on the
Change PIN screen.

4. Select Save Changes.

ﬁ Change PIN

APIN has been set for this card. To change it, enter a new PIN below.

Confirm New PIN E

Return 1o Cards Found List

Did you know?

If you want to make changes to several cards, you can export the
list to an Excel spread sheet and update all at once.

This process is explained in a separate tutorial called How to
Order and Update Cards in Bulk.
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> How-to update a lost or stolen card

bp
bp Fuelcard Online

bp

BP Fuelcard Online

Find and Update Cards

Welcome, Fl &

BP Fuelcard Online is here to help you with the day to day management of your

BP Fuelcard accounts.

]
koAl il N\l s LMM\ e

Hello, Flest Manager [+ Logout | Help

| KHXOCOOKXXON LIMITED (0110075580) v |

Current Balance § 570.00 Account Status: Active
Account Details

Account Summary

XXXXXXXXON LIMITED
{0110075580)

Account Status Active

Current Balance $ 570.00

$270.00 l I:

p—
"y = Cards Found

To manage a specific transaction select its date below. Select the Location 1
transactions list.

5 Cards found

corgumtsr < scoomt —su—omerems

7052 11002233 65495 11002233 Active

B8 Gotecard . -

Q View Card Transactions

1. Select Find and Update Cards under Cards in the main
menu or from the Manage Your Cards panel on the
homepage.

2. Search for the card you need by entering a keyword
or using the Advanced Search Options panel to
refine the search criteria.

3. Select the card whose status you want to update,
and then select Change Status from the drop-down
list.

4. On this screen, select the applicable new status,
Lost or Stolen from the list provided. Select Now for

33 Active
. # Editcard the Status effective date.
- Active
— _
Change Card Status

Change status to Status effective daie O

Active Now
) Deleted Allow upfo 2 hours to take
® Lost effect at point of sale
) Stolen On this Later date:
@ Temp ‘ %

Return to Cards Found List

» Save Changes
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For more information contact bp

bp Fuelcard Virtual Assistant Email your enquiry to Or contact your
bp Fuelcard Online BPFuelcard@bp.co.nz Sales Manager
Portal

- @ J



